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Commission 

O U E S T FOR RECORDS RETENTION S ^ E D U L E 
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To be Submitted to the Records Management- Division 
Hall of Records Commission 

SCHEDULE 
N0- if a 
PAGE 
NO. 

1. Requesting Agency 

WASHIHDTGH COUSTT 
2. Division or Bureau of Requesting Agency 

CLEEX or CIRCUIT COURT 
3. Author izat ion Requested (Check only one of the squares below) 

B 

•
Dispose of present accumulation. No 
additional accumulation is antici

pated. Records hove ceosed to hove volue 
to warrant retention. 

Estoblish retention schedule for re-
cords (or which there is o continuing 

accumulation. The records will cease to 
have volue to warrant their retention after 
the period of time indicated. 

•
Microfilm ond destroy originals. 
Originols if not microfilmed would be 

rctoined for the period of time indicated. 

4. 
Item 
No. 

5. Description of Records 
Describe records accurately. Include t i t le, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quanti ty 
(cubic or linear fee t ) . Show recommended retention period. 

6. Recommendation, 
of Hal l of Records 
and Board of Public 
Works. 

1. 
Quantity: 2 £ coble foot 
DatesI • I9hy - -
Pile Arrangeraanti Chronologio&l 
Annual Accumulationt 3 cubic fast 
Ifropooabla Araouati 16 oublc foot 
Audits State 

Applications for, and etub records and carbon copies of tins follow
ing annual licenses issa&d by the Clark of Court i 
AmusosiQat 
Anglars 
Auctioneers 
Bear and win© 
Billiard Tabl« 
Bowling Alloy 
Carnival 
Chain Store 
Cigarette 
Circus 
Cloaning, Dyeing & Pressing 
Conatrustim Firm or Company 
Distributors 
Duck Blind 
Garage 
Easkor and Peddler 

HOT so end Jack 
Hucksters 
Hunting 
Junk Dealer 
Laundry 
Liquor 
Kotion Picture Snow 
tfusic Box 
Packers and Shippers 
Pinball and Console 
Plumbers and Qasfittors 
Puabora 
Restaurant or Eating Placa 
Shew 
Sneak Boat 
Soda Water Fountain 

(continued) 
Division or Bureaci,Representative 

Title 
OEC 2 3 1355 

Date 

Schedule Authorized as Indicated in Col. 6 by Hall of 
Records Commission. 

Date Archivist 

Disposol Authorized as indicoted in Col. 6 by Board of 
Public Works. 

Secretary 
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SCHEDULE 

It 
PAGE 
NO. 2 . 

4. 
I tem 
No. 

5. Description of Records 
Describe records accurately. Include t i t le, fo rm number, size of documents, 
work or activity to which the records relate, inclusive dates, and quant i ty 
(cubic or linear feet ) . Show recommended retention period. 

6. Recommendation 
of Hal l of Records 
ond Board of Public 
Works. 

2 . 

Solid Fuel 
Storage Warehouse 
Theatre 
Trader 

Trading Stamp Company 
Vending Hachine 
Wholesale Dealers in Fans Machinery) 

All licenses are prepared in three ccnias, and in all cases the 
first copy goes to the licensee end the third copy is retained by 
the Clerk* Second copies of Duck ulln.l, ishing and Hunting lieenscfs 
are cent to the Departsssaot of Garea and Inland ? ieh« Second copies 
of all othor licenses go to the Comptroller, the County Canctisaicâ rjo, 
or tcKzxt depending upon which derives revenues froca tho licorice. All 
license a except Dude Blind 9 »'ishint-5 and Hunting licenses are re
corded in tba parraanant License Looks. Gross a/x>unta received each 
day for licenses are recorded in the Receipts arrd Disbaroaaante 
Iiook, which is tho poraansat financial record of the office* 
RSCGfWSHDATIOn t 

RJSCSIPTS 

PGR THREE TSARS OS QBTIL AUDITED, WiilCHSVEE 
13 LATER, AHD THiS DESTROY. 

Quantityt 2 0 cubic feet 
Da too j I5?u6 
File Arrangementt Chronological 
Annual Accumulation! 2 cubic feet 
Dduspogahla Amount i lu cubic feet 
Auditt State 

Two types of printed receipt forms are prepared in the Clerk's 
officest 

1. General Receipts - used in receipting for any money 
received except carriage licease fees. 

2 « Marriage License Receipts - used in receipting for mar
riage license fees. 

A H receipts are prepared in duplicate, the first copy going to the 
payor and the second regaining in the Clark*s office. Gross anountsj 
receipted for ore recorded daily in the Receipts and Disbursements 
Book, which is the permanent financial record of tho office. 
RECQHHEHDATICUi RSTA1H PCS THB3E TBAES OR OUTII, AUDITRD, wmCHSVER 

13 LATER, AN!) TUSH DESTROY. 
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Rfc* JEST FOR RECORDS RETENTION SCfiCDULE 
(Continuation Sheet) 

SCHEDULE 
NO. 

PAGE 
NO. 3 . 

»4. 
I tem 
No. 

5. Description of Records 
Describe records accurately. Include t i t le, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quanti ty 
(cubic or linear feet ) . Show recommended retention period. 

6. Recommendation 
of Hal l of Records 
and Board of Public 
Works. 

ADMINISTRATIVE ACCOUnTIKO RECORDS 
Quantity: 13 cubic foot 
Datess 193k - -
File Arrarigfsaantt Chronological 
Annual Accumulations 1 cubic foot 
Dispos&bia Amounts 10 cubic foot 
Audits Stato 

This item includes tho following accounting cacords, used es sup
porting data to the final book of entry. The transactions vhich 
thsy concern are recorded in tba Receipts and Disbarsoaenta book, 
which is the para&neat financial record of tba office. 

Paid invoices and bills, and receipts for office supplies 
and corvicoa coanacted with the cpcr&tion of too Clark's 
office. 

ftamfttng records, including ctssck stubs, canceled checks, 
bank stateseata, deposit slips, sod bank books of tba 
Clerk of Court* 

Copies of monthly sad annual reports to tha stats Cos&ptrollcj|>, 
AE&I vc&k sheets used in corapiUng thsso reports. 

CcsTsspandascs with tha Stato Comptroller sad other State 
officials regarding fiscal ratters* 

Stats TraaCTsrar'a Warrenta. , 

Daily Work Shasta* 
Cosh Books. 

RISCO:£1ETIDATICNa RETAIN FOR THESE YEARS OR UBTXL AUDITED, WHICHEVER 
IS LATER, AHD THES DESTROT. • 

TEHFQBAHY LAW POSSETS 

Quantity! kh cubic foot 
Datesi 1867-195U 
Tila Arrangements Chronological 
Annual Accumulations Horn 
Dispossblo Anovntt UU coble foot 

Ontil 19$h proceedings in lav cases war© first takan dcnsi in Tempo* 
rary Lav Dockets and later transcribed into tha peraaasnt Court 
Dockets of Washington County. Since 19$U court proceedings aro re-
corded directly In the Court Dockets. The Temporary Law Dockets, 
after they aavo a&m transcribed, ara considm-sd non-record aithin 
th® meaning of tho statute governing noss-record material (Art. Ill, 
Sec. 155. Annotated Coda of Maryland, 1951 edition). •. 


